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WHAT IS WORK-BASED LEARNING? 
(WBL)

To provide students with a 
planned program of job training 

and other employment 
experiences related to a chosen 

career. 

 Better prepared for future employment

 Learn how to prioritize their time

 Improved attendance and better grades

 Explore career options and narrow down career choices

 Develop better problem-solving skills and interpersonal 
skills

 Transition from student to professional

 Better understanding of real-life issues

 Students marketability increases after graduation

 Build a stronger network

BENEFITS OF WBL

 Student Grade Level (CTE 11-12)            

 Certified Teacher (Vocationally certified for CTE)

 Pupil Accounting Requirements

 Time sheets for attendance

 Work-based experience cannot be more than ½ of FTE

 Documentation must be completed before count day

 Workers Compensation/General Liability Required

 Record Retention

KEY COMPONENTS



8/28/2015

3

 Minors working under an executed Work-
Based Learning agreement may not work 
beyond the specified dates and times listed

 Minors must have work permits when a WBL 
training agreement does not exist

 Minors not under an executed WBL training 
agreement cannot work during school hours

WBL Training Agreement vs. 
Work Permits

DOCUMENTATION

REQUIREMENTS

WORKSITE VISITS

 The WBL Coordinator must visit:

 Prior to placement

 Once every 9 weeks

 Every 30 days for special education students
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TRAINING AGREEMENT

 An agreement between 
district, employer, 
student, and parent 

 Must be on file before 
work-based placement

 Takes the place of a work 
permit

Non-CTE Program Training Agreement Sample: (6/2013) 

School Year:  __________ 
 

Work-Based Learning Training Agreement/Non-CTE Programs/ 

Special Education Transitions Program 
[The format of this form is optional and may be adopted or adapted as needed for school district use.] 

 

Student/Learner Information 

 

Last Name:  ___________________  First Name:  _____________  Middle Initial:  ___  Grade (9-12 Only):  _______ 

Home Address:  _______________________________________  Telephone Number(s):  _______________________   

Birth Date:  _________________________  Emergency Contact Information:   ________________________________ 

Email Address (Optional):  _____________________________________ 

School District Information 
 

School District Name:   ___________________________  School Address:   ___ __  

Certificated Teacher/Coordinator:  ___________________________________________________________________  

Telephone Number(s): ___________________________       ______________________________________________ 

Employer Information   
 

Name of Business:   Supervisor:  

Address:   Phone:  

City:   Zip:  

Worker’s Disability Carrier:   Policy No.:  _____________________________________________ 

Liability Insurance Carrier:   Policy No.:  _____________________________________________ 

Placement Information 

Type of Placement (check one):      Paid    Unpaid [If this is an unpaid work-based learning experience, specific,    unduplicated skills that the pupil will be learning need to be listed on the 

training plan for each 45 hours of placement.]   

 

Job Title:   Date Employment Begins:  

   Date Employment Ends:  

________Date of Safety Training that has been provided by the school or the employer.   

Hours to be worked (cannot exceed 24 hours per week when school is in session for students ages 16 & 17): 

 Mon Tue Wed Thu Fri Sat Sun 

Earliest        

Latest        

 

Total Classes/Hours Per Day:     Total WBL Hours Per Day:   Starting Wage (if paid):  _____________ 


Student is eligible to receive credit.   

 

Dates of Site Visits (Must minimally be conducted every nine weeks for a student receiving regular education and every 30 days for a student receiving special education/transition services after the 

initial visit):   

Date:__________Initials:  __________Date:____________Initials:  ________Date:  ___________Initials:  _______ 

Date:__________Initials:  __________Date:____________Initials:  ________Date:  ___________Initials:  _______ 

Date:__________Initials:  __________Date:____________Initials:  ________Date:  ___________Initials:  _______ 

 

[Note:  Site visits must be conducted and documented; however, it is not a mandated training agreement component] 

 
NON-CTE WBL TRAINING AGREEMENT/Page 2 

TRAINING PLAN

 The plan details specific job tasks 
and outlines the educational 
program to be learned by the 
trainee

 Specific unduplicated skills need to 
be listed for each 45 hours of 
unpaid placement 

 The performance elements CTE/job 
skills (non-CTE) shall be used to 
assess the pupil’s progress

 

Training Plan Sample:   (6/2013) 

  

TRAINING PLAN FOR 

WORK-BASED LEARNING  
[The format of this form is optional and may be adopted or adapted as needed for school district use.] 

 

Type of Placement (check one) 

 

 NON-CTE PROGRAMS [REGULAR] 

 

 SPECIAL EDUCATION TRANSITION PROGRAMS 

 

     CAREER AND TECHNICAL EDUCATION (CTE) PROGRAMS 

Name of Related State-Approved CTE Program:  ___________________________ 

Program Serial Number (PSN) of Related State-Approved CTE Program:________ 

 

Student/Learner Information (Note:  This training plan MUST be attached to the student’s training 

agreement.  When attached, only one set of  signatures is necessary.)  

 

Student Last Name:  ___________________  First Name:  _____________  Middle Initial:  ___   

 

 

District: 

 

School Year: 

Building: Date: 

 

*EDP Relates to Placement:    *Placement Relates to Academic Program:   

(Non-CTE Regular Education Placement Only) 

 

*Not Required for Special Education Transitions Students 

 

Performance Elements (Specific Job Skills To Be Learned)  
 

Note:  For state-approved career and technical education programs, the training plan MUST 

BE developed from the related CTE Standard performance elements as posted at the following 

link:  MCCTE Navigator:  http://ctenavigator.org  Go to “Program Tab” and select related 

Federal Cluster and then select specific CTE program. 
 

For Non-CTE Work-Based Learning, CTE Standard Performance Elements may be used as listed above 

or other performance elements as deemed appropriate by the local district.  Another site to consider for 

developing Non-CTE Work-Based Learning performance elements is as follows:  

http://online.onetcenter.org/ 

 

If this is an unpaid work-based learning experience, specific, unduplicated skills that the 
pupil will be learning need to be listed for each 45 hours of placement.  Note:  Different 

training experiences can occur at one location.  In these instances, the training plan must clearly 
delineate a separate set of skills every 45 hours (no duplication of tasks).   

 

 

SAFETY

 Safety instruction must 
be given before 
placement

 A date must be provided 
of when safety training 
occurred 

http://www.michigan.gov/lara/0,4601,7-154-61256_11407---,00.html
http://www.michigan.gov/lara/0,4601,7-154-61256_11407---,00.html
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TRAC 
REQUIREMENTS

Paid/Unpaid WBL for State Approved 
CTE Programs

Note: Guest Speaker must be combined with one or more activities in the Least Intensive column.

Figure 2 taken from Not as Hard as You Think: Engaging High School Students in Work-Based Learning by Charlotte Cahill and Sheila 

Jackson, May 2015, p. 7; Pathways to Prosperity Network – An Initiative of Jobs for the Future and the Harvard Graduate School of 

Education
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 Readiness – The CTE student must complete at least 6 segments of 
their state-approved program before being released to an employer 
for WBL.  The segments do not necessarily need to be completed in 
sequential order.

 Rigor – The level of challenge, difficulty, and breadth of the 
experience.

 Relationships – An external adult mentor paid by the 
employer/agency where the student acquires the experience. 

 Relevance – It is aligned to state-approved program segments, 
standards, and the student’s educational development plan (EDP). 

 Richness – Students must experience the depth of knowledge 
related to an applied skill. 

5 Rs of Work-Based Learning

C10:  WORK-BASED LEARNING
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Student Name NOTES

*DOES NOT APPLY TO FCS PROGRAMS

Reminder: Redact student names before uploading to MEGS+

*Indicate date completed in box below

  Criteria is met if all students participate in at least one work-based learning experience specific to the occupational area.

PROGRAM NAME:  _______________________________ PROGRAM LOCATION:  __________________

INSTRUCTOR NAME:  __________________________________ SCHOOL YEAR:  _______________________
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WHAT IS MCPA

MCPA is a professional 
organization whose goal is to 

provide direction and leadership 
to individuals involved in Work-

Based Learning. 

 Professional Development
 Fall WBL Workshop – Mt. Pleasant, MI  (October 26-27, 2015)

 Communication
 Newsletters

 Networking

 Regional meetings

 State updates

 Ask the board a question

 Resources
 Website – sample forms and documents

BENEFITS OF MCPA

NEMCA

SVRACC

MMCA

SMOCA

SMCCA

SEMCA

NMCA

NWMCA

WCCA

KOMAC

SWMCA
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 Work-Based Learning Guide for Risk Management

 www.michigan.gov/octe
 Instructional Programs (left side of page), Resources,           

Work Based Learning Guide

 Administrative Guide for CTE in Michigan

 www.michigan.gov/octe
 Notable Resources (left side), CTE Administrative Guide

 Michigan Career Placement Association

 http://www.micareerplacement.org

 Michigan Transition Services Association

 http://www.michigantsa.com

HELPFUL RESOURCES

QUESTIONS?

 Beverly Brown, Michigan 
Department of Education
 brownb21@michigan.gov
 (517) 335-4670

 Tara Bride, Michigan 
Department of Education
 bridet@michigan.gov
 (517) 335-6041

 Rachel Hard, 
Branch Area ISD
 hardr@branch-isd.org
 (517) 279-5727

 Brian Ciloski, State Aid and 
School Finance/Pupil Accounting
 CiloskiB@michigan.gov
 (517) 373-3352

CONTACT INFORMATION

http://www.michigan.gov/octe
http://www.michigan.gov/octe
http://www.micareerplacement.org/
http://www.michigantsa.com/
mailto:brownb21@michigan.gov
mailto:bridet@michigan.gov
mailto:hardr@branch-isd.org
mailto:CiloskiB@michigan.gov

